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Overview

In 2009, the Indiana Commission on Public Records (ICPR), under the direction of the Governor’s Office and in cooperation
with the Indiana Office of Technology (I0T), began working on a new State Forms Catalog for the State of Indiana. After
many months of development and testing, ICPR launched the new State Forms Catalog at www.Forms.IN.gov in August,
2009. This launch concluded the first phase of the new Catalog project.

The second phase of the new Catalog project is the clean-up and standardization of the information contained in the new
State Forms Catalog. Due to the different levels of available security and the broader search options, it is imperative that
the information in the new Catalog be accurate. ICPR has requested that all State agencies provide necessary information
about each of their forms as we work to establish and maintain the integrity of the information in the new Catalog.

This packet will provide basic guidelines on the use of the new State Forms Catalog and explain how each agency can help
ICPR complete the second phase of the new Catalog project.


http://www.forms.in.gov/

Using the New State Forms Catalog

The new State Forms Catalog has a much different look and feel from the old Catalog. When users go to www.Forms.IN.gov, they will see

this screen:
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Users may select either “Browse All-Agency Catalog” or “Browse Forms for Individual Agencies” to access the new State Forms Catalog.

Selecting “Browse All-Agency Catalog” will bring users to this screen:
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Here, users may search by form number, form title, form description, agency, or any combination of the four.
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Selecting “Browse Forms for Individual Agencies” will bring users to this screen, which lists all available State agencies:
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Once users select an agency from the list, they will be taken to this screen, which will be customized for each agency:
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Agency users should also note the availability of the Forms.IN.gov link in the Online Services toolbar located in the right navigation of their
site. This link directs the user to the agency-specific forms site as seen below.
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On either of the abovementioned pages, users may enter the form number, form title, form description, division name, form group, or any
combination of the four to search for forms within the selected agency. Please note that form group is not available for all agencies.

Searches using either “Browse All-Agency Catalog” or “Browse Forms for Individual Agencies” will return all results that both fit the search
parameters and are available to the general public.
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One of the features of the new State Forms Catalog is increased security. The new State Forms Catalog has three levels of access, which will
be specified by the agency: Public Search, State Employee Only, and Agency Employee Only.

If users want to access forms that are available to State employees or Agency employees only, they will select “State Employee Login” from
either search screen, which will bring users to this screen:
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Here, users will enter the user name, password, and domain that they use to log into their State computers each day.

When users are successfully logged in, the following screen displays:
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In addition to any combination of the search criteria, users will notice that two boxes are checked by default: “Search State Employee
Forms”, which displays only forms available to State employees, but not public forms; and “Search Agency Specific Forms”, which displays
forms available to the user’s agency only, but not to other State employees or to the public.

Deselecting one of these boxes will give more specific search results, but only those categorized under the still-selected box. Deselecting
both boxes allows for browsing of public forms. When any type of search is successful, the results will display as shown:

Z) ICPR: State Forms Online Catalog (All Agencies, All Formats) - Microsoft Internet Explorer

Fie Edt View Favorites Tools Help

JREIE

| &

Q= - @ - [x] [B) (0] P seoen Sormonss @3- 2 & - JE

address [ I httpfrwm in. gouficptebfieForrasdy,indes. bl

B> ‘Unks

El@»
Indiana Gommission gn
Bubiic Reconds
About ICPR FormslN.gOV
Contact ICPR
State Archives State Forms Online Catalog

Records Management -
Forme Management -
Forms.liLgov

State Employee Login >
Imaging | Micrographics

[an
Records Center

Related Groups T

Form Number:

Oversight Committee on Public Form Title:
Records (OCPR)
Indiana State Historic Records Form [
Advisory Board (SHRAB) Description
Sign up to receive
G-mail and wircloss Language:
updates from ICPR
Agency T =

= =

Search Criteria | Form Number: 1140

Forms are Maintained and Managed by the Indiana Commission on Public

Results

Lacal Government Finance, Department of

Looking for +| Assessment
aState Form? <Al
Browse > (111405 - BUSINESS TANGIBLE PERSONAL PROPERTY ASSESSMENT

RETURN (FORM 103-LONG)
Download Farm: 11405 (Fillable PDF) (9

I F'I INDIANA Prafessional Licensing Agency
I e TAXES FREE *| Reeal Estate Appraiser Licensure and Gentification Board
- - . All
L G (1 51140 - LICENSURE AS A REAL ESTATE APPRAISER VIA
RECIFROCITY

Download Form: 51140 (Fillable POF) (4

LEARN MORE >
*| Public Employees’ Refirement Fund
State Excise Police, Gaming Agent, Gaming Contral Officer, and Conservation
Frfnreement Officers' Refirement Plan

Find an Agenoy Find aPerson HELP [ 7 [* &b

Get to know your as
ecords or Forms
Coordinator >>>

State employees:

ency's

#)start| (. Inbox - Microsoft Outook || &7 1CPR: state Forms onl... 1¥1] Catelog Packet - Microso,

Users may download the desired form by clicking its link.
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Agencies may also create links to their forms by right-clicking on the desired link and copying the shortcut:
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The resulting link may be used by agencies on their websites, brochures, e-mails, etc.
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Agencies must use direct links to the State Forms Catalog on their individual websites; agencies may not use separately posted copies of the
forms. When copies of forms are posted on the internet independent of the State Forms Catalog, they are not connected to the central
repository and will not update when the forms are revised. This results in outdated copies of forms — which may contain incorrect
information such as instructions, addresses, and fees — remaining available to users.

ICPR encourages all agency heads, webmasters and forms coordinators to not post copies of State forms onto agency websites; webmasters
should only post links to State Forms onto the agency websites.

If you have any questions about how to access the new State Forms Catalog, please contact the ICPR main desk at (317) 232-3380 or email
Forms Management at fmd@icpr.in.gov.
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